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AICPA

FASTFACT
HUMAN RESOURCES

February 20, 1998

MARCH TRAINING CALENDAR
COURSE

DATE

TIME

NJ
DC

wed., March 4
March 9-11

9-1
9-5

NJ
NJ

wed., March 18
Wed., March 25

9-1
9-1

NJ

March 50 - 51

9-5

LOCATION

individual Development Programs
influencing for Win-Win outcome
Problem Solving/Decision Making -

AdvantEdge
Proactive Listening
How to increase Your Personal &
Professional Productivity
Presenting to Groups: Creating &
Delivering Compelling Presentations

Management/Leadership Development Programs
Leading at the institute

NJ

March 25 - 24

9-5

NJ

Thurs., March 5

9-1

NJ

Tues., March 17

9-1

NJ

Thurs., March 19

9-1

PDG - NY

Tues., March 5

9-5

Team Performance Programs
Raising Difficult issues with Your Team

Human Resources Development Programs
Performance Management & Appraisal
Process (P-MAP)
Sexual Harassment Awareness Training
for Managers

Computer Classes
Advanced PowerPoint

To register for any of these courses, please e-mail the Human Resources
mailbox. You will receive a confirmation within 2 working days. Please do not
send registration e-mail to Gabrielle Ulloa.

Full descriptions for all courses can be found in the January - July 1998 aicpa
staff. Training. catalog.
EXTERNAL TRAINING COURSES

All external training must be approved by Organizational Development and
Training [OD&T] prior to your attendance, complete the External Training
Request forms, with the required signatures, and forward to Gabrielle Ulloa at
least three weeks before the scheduled class. OD&T may deny your request if a
similar course is already provided through the options outlined in the Staff
Training catalog, our experience show that the course is not effective, we have
another vendor providing the same skills/knowledge at a better rate or the
funds are not available. Upon completion of the course, staff must complete
the External Training Evaluation Form, found In the HR forms area of VIC, and
forward to Human Resources.

Highlights of Upcoming Courses - see the catalog for complete descriptions
How to increase Your Personal & Professional Productivity is one of several
time-management courses offered at the institute, if you are struggling with
managing your activities so the right things get done first or wondering how
to use a day-timer planner, then this is the course for you. You will learn
better methods of planning, how to manage projects, the secrets of effective
prioritizing, and goal setting. Each participant receives a day planner.

Want to Improve the effectiveness of your presentations? Does your delivery
style enhance your message? Presenting to Groups: Creating & Delivering
Compelling Presentations is designed for people who already have some
experience delivering business presentations and need to sharpen their skills.
This hand-on workshop gives participants the skills they need to become
competent presenters.

A few slots remain in Advanced PowerPoint offered at PDG's Training Facilities
in NY. This course is designed for staff comfortable using the basic PowerPoint
features and are ready to Investigate the more advanced options available
including working with slide masters, adding borders, logos, shapes and color.
WORD TRANSITION

The AICPA is transitioning from a word Perfect/Lotus 1-2-3 environment to
word/EXCEL. MIS and OD&T are working together to make the transition as
seamless as possible. Two dozen "key users" - intermediate/advanced level
word Perfect staff - are currently being trained to lend support to their
colleagues during the transition. On March 5 and 9 word classes at an
intro/intermediate level will be offered to the NY staff in the NJ computer
Room. On March 12 a PDG Applications specialist will be available in NY to
provide one-on-one coaching to those trained. Other sessions are being
arranged and those dates will be announced as soon as they are firmed up.
Plans are also being made to support the transition in NJ and DC. information
will be communicated as soon as it is available, excel training will be provided
after the word transition.

